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Engineering Progress Report
Percent Complete  
Item
Last Report
During this Period
Percent of Project
(During*PofP)
(Last*PofP)
Percent of Project Complete         
Date Due
Remarks
Total for Prime Consultant
 Subconsultants
Total for Subconsultants
Total Project
( For Local Public Agency Use Only)
For Subconsultant's  Progress Report:
 Personnel Summary for Period
Employee
Classification
Regular  Hours
Overtime Premium  Hours
Hours
Rate
Direct Salaries  Total
Premium  Rate
Overtime Premium Cost
Total Labor excluding QC/QA
Total
QC/QA
Total Labor for QC/QA
TOTAL LABOR
 Direct Cost Summary for Period
Item
 Max Allowable 
Rate
Quantity
Total
Remarks
Overtime Premium  (See Personnel Summary)
Mileage
Total for this Period
LOCAL AGENCY COST PLUS FIXED FEE INVOICE
1) Invoice Period
This Invoice
Previously Invoiced
Earned to Date
Max Allowable
2) Maximum Payable
3) Direct Salaries
4) QC/QA
5) Payroll & Overhead
this invoice
average
6.) Fixed Fee=
7) Direct Costs Prime
8) Services by others
9) Total invoiced for project including this invoice
10) Previously Invoiced
11) Payment Due this invoice
I have reviewed the invoice and found it agrees with the executed Engineering Agreement for this project. The percent of work shown as completed on this invoice matches the attached Progress Report signed by the project engineer.
I certify the costs included in this invoice have been expended and the percent of work shown as completed on this invoice is correct. As the prime consultant, work invoices included in this invoice for work done by others were reviewed and approved.
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NOTE: Form instructions should not be included when the form is submitted.
FOR USE ON LOCAL PUBLIC AGENCY PROJECTS ONLY
This form is used to bill local public agencies (LPA's) when the engineering agreement indicates payments to be made by the Cost Plus Fixed Fee Method. For more information refer to the Bureau of Local Roads and Streets Manual (BLRS), Chapter 5.  When the form is completed electronically, once a field is completed it will auto-populate in the remainder of the form for the same field.
Basic Instructions:  To expedite processing your invoices, please follow these guidelines when preparing & submitting invoices for payment:
Complete the sections in order of appearance. Project information and totals feed into progressive sections. Complete blue and yellow highlighted fields only.On the progress report form, the progress must be documented in the "Work this Period" and "Anticipated Work Next Period" fields. If there are issues impacting the project schedule, they should be discussed here as well.If a supplemental is executed resulting in a change in the labor dollars, the percentages on the progress report will typically require revisions. The percentages provided in "% Complete Last Report" and/or "% of Project" can be adjusted to reflect the changes in labor dollars.When necessary, add lines for additional items, employees and/or subconsultants. Buttons are provided in each section to add rows.Note: Meals can be charged only if associated with travel. If overnight travel, per diem should be used in 1/4 day increments in accordance with the Illinois State Travel Control Board (http://www.illinois.gov/cms/employees/travel/pages/travelreimbursement.aspx)
Note: Direct costs must be negotiated & included in your agreement to be reimbursable, and should be supported with receipts or other documentation unless otherwise directed. Please do not submit direct costs that cannot be processed. If a direct cost needs to be added, a supplemental agreement must be approved.
For Subconsultant Invoices: Subconsultant should submit the proper invoice form to the prime consultant for payment. The Progress Report for the Subconsultant MUST be signed as approved, verifying the subconsultant has completed the percentage of work they are invoicing the prime consultant for. The actual invoice MUST be signed as approved by the prime consultant and a copy Must be included with the invoice form the prime consultant as documentation for "Services by Others."Include copies of certified timecards.When approved overhead changes, submit a copy of the approval letter with the first affected invoice.Engineering Progress Report          Lines in the tables below can be inserted as needed.
Local Public Agency                   Insert the name of the LPA for which the project is for.
County                                     Insert the name of the County in which the LPA is located.
Section Number                            Insert the section number assigned to this project without dashes. The dashes will be inserted 
                                    electronically.
State Job No.                            Insert the job number assigned to this project without the dashes. The dashes will be inserted electronically. 
Project No.                            Insert the project number assigned to this project.
Invoice Date                           Insert the date this document is being prepared.
Firm Name                           Insert the Prime Consultant firm name.
From                                    Insert the beginning date of the period covered by this summary.
To                                    Insert the ending date of the period covered by this summary.
Invoice No.                            Insert the invoice number for this invoice, use consecutive numbers.
Item                                     Insert the work item.
Percent Complete
Last Report                           Insert the percentage completed from the last report for this work item.
During This Period                  Insert the percentage complete this invoice for this work item.
Percentage of Project                   Insert the percentage of this work item represents of the total project.
Percentage of Project Complete         No Entry Necessary, this is a calculated field. It is the sum of the percent complete fields times the 
                                    percentage of the project.
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Due Date                           Insert the due date for this work item.
Remarks                           Insert remarks as applicable to this work item.
Total for Prime Consultant                  No entry necessary, this is a calculated field, it is the sum of the percentages above.
Subconsultants                           If applicable, enter the same information as above as it pertains to the subconsultant.
Total for Subconsultants                  No entry necessary, this is a calculated field, it is the sum of the percentages above for the 
                                    subconsultant.
Total Project                           No entry necessary, these are calculated fields. The fields sum the total for prime consultant and the 
                                    subconsultants.
For Local Public Agency Use Only  The LPA will check the box as it pertains to the project, add applicable comments and then sign.
Submitted By                           The prime consultant submitting this form will insert their name here.
Representing                           The consultant who signed above will insert the name of the firm they represent.
For Subconsultant's Progress Report
Approved By                           The person who approved the subconsultant's progress report will sign here.
Prime Consultant                  Insert the name of the prime consultant.
Work for this period                  Insert a brief summary of the work done this period.
Anticipated Work Next Period         Insert a brief summary of the work anticipated to be completed next period.
Personnel Summary for Period         Lines in the tables below can be inserted as needed.
Employee                           Insert the name of the employee.
Classification                           Insert the classification of the employee listed to the left.
Regular Hours                           Insert the regular hours the employee listed to the left worked on this project.
Overtime Premium Hours                  Insert the overtime hours the employee listed to the left worked on this project.
Hours                                    No entry required, this is a calculated field, it sums the total hours the employee worked.
Rate                                    Insert the rate of pay for the employee listed to the left.
Direct Salaries                           No entry required, this is a calculated field, it calculates the employees' direct salary total.
Premium Rate                           Insert the premium rate for the employee listed on the left.
Overtime Premium Cost                  No entry required, this is a calculated field which calculates the overtime premium cost of the
                                    employee listed on the left.
Total Labor Excluding QC/QA         No entry required, this is a calculated field that sums the total direct salaries.
Total                                    No entry required, this is a calculated field that sum the total overtime premium cost.
QC/QA                                    Enter each employee's name, classification, wage rate as described above for employees who 
                                    performed QC/QA.
Total Labor for QC/QA                  No entry required, this is a calculated field that sums the total direct salaries for QC/QA.
Total Labor                           No entry required, this is a calculated field that sums all salaries.
Direct Cost Summary for Period         Lines in the tables below can be inserted as needed.
Item                                    Insert the item requesting reimbursement for.
Max Allowable                           Insert the maximum allowable rate for the item listed on the left.
Rate                                    Insert the rate for the item listed on the left.
Quantity                                    Insert the quantity for the item listed on the left.
Total                                    No entry necessary, this is a calculated field. It multiples the rate times the quantity listed on the left.
Remarks                           Insert any remarks necessary for the item on the left.
Total for Period                           No entry necessary, this is a calculated field. It sums to total above.
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Cost Plus Fixed Fee Invoice
Date                                    Insert the date this document is being prepared.
Invoice No.                           Insert the invoice number for this invoice, use consecutive numbers.
To                                    Insert the name, attention to and address of the LPA who this invoice goes to.
From                                    Insert the firm name and address who is billing the LPA.
Local Public Agency                  Insert the name of the LPA for which the project is for.
County                                    Insert the name of the County in which the LPA is located
Section Number                           Insert the section number assigned to this project.
Job No.                                    Insert the job number assigned to this project.
Project No.                           Insert the project number assigned to this project.
Agreement date                           Insert the date the original engineering agreement was executed for this phase of the project.
Supplemental                           Insert the date(s) of the supplemental agreement(s) were executed for this phase of the project.
Consultant's Job Number                  Insert the consultant's job number for this projects.
Overhead Rate                           Insert the consultant's overhead rate.
FHWA Authorization Date                  Insert the date of FHWA authorization.
Invoice Period:                           Insert the time beginning and ending time frame this invoice covers.
Items 2-7                           For each of the items insert the amounts previously invoiced (this will come from previous invoices) and the maximum allowable (this will come for the agreement(s)). The remainder of the items will be automatically completed based on entries on the above forms.
Item 8 Services by Others                  Insert the name of the vendor, the amount of the current invoice and the total of the amount previously invoiced.  Insert the maximum allowable per the agreement(s).          Additional lines can be inserted if needed.
Items 9-11                           No entry necessary, these are calculated fields.
Approved Local Public Agency         The LPA shall sign and date here.
Consultant                           Insert the name of consultant
By/Date                                    The consultant shall sign and date here and insert their title.
Submit two (2) complete packages to the Local Public Agency. The documents must be signed and dated by the appropriate consultant staff prior to submittal.
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